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FOREWORD
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July 27, 2000 (refarence (s)). It provides guidance for the proparstion, coordination, publication,
mmm«mmmmw
Tnatructions, and their changes (hareafier reforred to colloctively as “DoD) issuasces™). DoD
5025.1-M, “DoD Directives System Procedures,” August 15, 1994, is hereby canceled.

This Manual appliss to the Office of the Secretary of Defense, the Military Depeartments, the
Chsirmag of the Joint Chiefs of Staff, the Combatast Commands, the Inspector Gencral of the
wammwmmmwmmmm
organizstional entitics within the Depertment of Defense (hereafter referred to colloctively as
“the DoD Components™). This Manual is effective immediately; it is mandatory for use by all
the DaD Components.

Send recommended changes to the Manual through channels to:

Director

Communications and Directives Directorate, Room 38946
Washingron Headquarters Services

1155 Defenss Pentagon

Washington, DC 20301-1155

The DoD Components may obtain copics of this Manoual through their own pablications
channels. Other Foderal Agencies and members of the public may obtain copies of this Mamual
from the U.S. Department of Commerce, National Technical Information Service, 5285 Port
Royal Road, Springfield, VA 22161. An electronic version of this Manual can be viewed and
downloaded from the following web site:

m . gmu‘ m‘s m‘lm ! !ﬁmﬂ' m

7. fad

oward G. Becker
Deputy Director
Administration and Management
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Cl. CHAPTER1
GENERAL INFORMATION

C1.1. REISSUANCE AND PURPOSE

This Manual implements DoD Directive 5025.1 (reference (a)) to identify policies,
responsibilities, and procedures for individuals who are preparing, reviewing,
coordinating, approving, publishing, and distributing DoD issuances in the DoD
Directives System.

C1.2. DEHNITIONS

C1.2.1. Administrative Instruction. A DoD issuance that implements policies and
tells the Washington Headquarters Services (WHS) Components and National Capital
Region (NCR) agencies how to carry out apolicy, operate aprogram or activity, and
assign responsibilities as directed by the Director, WHS.

C1.2.2. DoD Components. Referred to as "the DoD Components,” are identified
as the Office of the Secretary of Defense, the Military Departments, the Chairman of
the Joint Chiefs of Staff, the Combatant Commands, the Office of the Inspector
General of the Department of Defense, the Defense Agencies, the DoD Field Activities,
and all other organizational entities in the Department of Defense.

C1.2.3. DoD Directive. A DaoD issuance that transmits information required by
law, the President, or the Secretary of Defense that applies to all branches of the
Department of Defense on the way they initiate, govern, or regulate actions. DoD
Directives:

C1.2.3.1. Establish or describe policy, programs, and organizations.
C1.2.3.2. Define missions.

C1.2.3.3. Provide authority.

C1.2.3.4. Assignresponsibilities.

C1.2.3.5. Do not prescribe one-time tasks or deadline assignments.

8 CHAPTER 1



DoD 5025.1-M, March 5, 2003

C1.2.4. DoD Directive-Type Memorandums

C1.2.4.1. These are memorandums issued by the Secretary of Defense, the
Deputy Secretary of Defense, or the OSD Principal Staff Assistants (PSAS) that are not
published as aDoD issuance because of time constraints. The Secretary or Deputy
Secretary of Defense signs directive-type memorandums that promulgate POLICY .
OSD PSAs sign directive-type memorandums that promulgate PROCEDURES for
implementing policy documents.

C1.2.4.2. The office of primary responsibility shall convert adirective-type
memorandum into aDoD issuance within 180 days from the date of signature. A copy
of the signed memo shall be forwarded to the Director, Directives and Records
Division, WHS. See figure C1.F1.

C1.2.4.3. The originating office determines who shall coordinate on
directive-type memorandums.

C1.2.5. DoD Directives System. The single, uniform system that consist of DoD
Issuances and directive-type memorandums that convey DoD policies, responsibilities,
and procedures. It alows the DoD Components to process, review, approve, publish,
and distribute DoD issuances efficiently.

C1.2.6. DoD Instruction. A DoD issuance that implements policies and tells the
user how to carry out apolicy, operate aprogram or activity, and assign responsibilities.

C1.2.7. DoD Issuances. DoD Directives, DoD Instructions, DoD Publications,
Administrative Instructions (Als), and their changes.

C1.2.8. DoD Publication. A DoD issuance that implements or supplements DoD
Directives and DoD Instructions. DoD Publications provide standard procedures about
how users shall manage or operate systems and distribute administrative information.
Publications include Catalogs, Directories, Guides, Handbooks, Indexes, Inventories,
Lists, Manuas, Modules, Pamphlets, Plans, Regulations, Standards, and Supplements.

C1.2.9. National Capital Region (NCR). Includes the District of Columbig;
Montgomery and Prince George's Counties in Maryland; Arlington, Fairfax, Loudon, and
Prince William Counties, and the cities of Alexandria, Fairfax, Falls Church, Manassas,
and Manassas Park in Virginia
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C1.2.10. Office of the Secretary of Defense (OSD). The principal staff element
used by the Secretary and Deputy Secretary of Defense to exercise authority, direction,
and control over the Department of Defense. The OSD shall include the:

C1.2.10.1. Immediate Offices of the Secretary and Deputy Secretary of
Defense.

C1.2.10.2. Under Secretaries of Defense (USDS).

C1.2.10.3. Director of Defense Research and Engineering (DDR&E).
C1.2.10.4. Assistant Secretaries of Defense (ASDs).

C1.2.10.5. Genera Counsel of the Department of Defense (GC, DaoD).
C1.2.10.6. Inspector General of the Department of Defense (IG DoD).
C1.2.10.7. Director of Operational Test and Evaluation (DOT&E).
C1.2.10.8. Assistants to the Secretary of Defense (ATSDS).

C1.2.10.9. OSD Directors or equivaents who report directly to the Secretary
or Deputy Secretary of Defense.

C1.2.11. Organizational Charter. A DaoD Directive that establishes the
responsibilities, functions, relationships, and delegated authorities, as applicable, of a
OSD Principal Staff Assistant, Defense Agency, DoD Field Activity, DoD Executive
Agent, or other organizational entity in the Department of Defense.

C1.2.12. OSD Principal Staff Assistants (PSAs). The Under Secretaries of
Defense, the Director of Defense Research and Engineering, the Assistant Secretaries
of Defense, the General Counsel of the Department of Defense, the Inspector General
of the Department of Defense, the Director of Operational Test and Evaluation, the
Assistants to the Secretary of Defense, certain Deputy Under Secretaries of Defense,
and OSD Directors or equivaents who report directly to the Secretary or Deputy
Secretary of Defense.
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C1.2.13. Other Organizationa Entities in the Department of Defense.
Organizations established under the Secretary's authority in 10 U.S.C. 113 or 125
(reference (b)), but excluding those designated under Section 191 of reference (c)).
Those organizations include, but are not limited to, the Uniformed Services University
of the Health Sciences (USUHS) and the National Reconnaissance Office (NRO).

C1.2.14. Washington Headquarters (WHS) Component. Directors in WHS.

C1.3. POLICY
It is DoD policy that:

C1.3.1. ADoD Directives System shall be administered and operated within the
Department of Defense that consists of DoD Directives, DoD Instructions, DoD
Publications, and Administrative Instructions (hereafter referred to collectively as "DoD
issuances'). The DoD Components shall follow the DoD Directives System when
writing DoD issuances.

C1.3.2. DoD Issuances

C1.3.2.1. DoD Directives require the Secretary or Deputy Secretary of
Defense's gpprova and signature.

C1.3.2.2. DoD Instructions and DoD Publications require OSD PSA approvd.
The OSD PSAS, or designated deputies, shall sign DoD Instructions and the foreword of
DoD Publications. DoD Directives or Instructions shall authorize DoD Publications.

C1.3.2.3. Administrative Instructions require either the Director of
Administration and Management, Office of the Secretary of Defense (DA&M, OSD) or
the Director of Washington Headquarters Services (WHS) approva and signature.

C1.3.2.4. Mandatory Coordination. All DoD issuances shall be coordinated
with the GC, DoD; the IG, DoD; and the DA&M.
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Cl.4. RESPONSBILITIES

C1.4.1. The Director of Administration and Management, Office of the Secretary
of Defense, shall:

C1.4.1.1. Coordinate on ALL proposed DoD issuances in the timeframe
provided on the SD Form 106.

C1.4.1.2. Prepare organizationa charters for the OSD, the Defense Agencies,
the DoD Field Activities, DoD Executive Agents, and other organizational entities in the
Department of Defense, as required.

C1.4.1.3. Asthe Director, Washington Headquarters Services, shall:

C1.4.1.3.1. Administer and operate the DaoD Directives System that
includes procedures for preparing, coordinating, approving, publishing, and distributing
al DoD issuances; and maintaining and preserving supporting and historical documents.

C1.4.1.3.2. Establish and maintain standard formats and writing style for
DoD issuances.

C1.4.1.3.3. Review all proposed DaD issuances to ensure that they follow
administrative requirements.

C1.4.1.3.4. Reviewal final DoD issuances for completed staff work.
C1.4.1.3.5. Place approved unclassified DoD issuances on the Internet.

C1.4.1.3.6. Prepare andissue DaoD Directives System Transmittals to
cancel DoD issuances.

C1.4.1.3.7. Approve and sign Administrative Instructions to include their
changes and cancellations.

C1.4.1.3.8. Provide operational and administrative services to specified
DoD Components and non-DoD activities.

C1.4.1.3.9. Monitor the 5-Y ear Review Program to ensure that DoD
Issuances are current and necessary.

C1.4.1.3.10. Maintain and preserve the original signatures on the DoD
issuances, original coordinating papers, implementation certifications, and internal
review certifications.
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C1.4.2. The OSD Principal Staff Assistants shall:

C1.4.2.1. Develop, coordinate, and prepare DoD Directives for the Secretary
or Deputy Secretary of Defense to approve and sign, in accordance with this Manual.
They shall obtain formal replies from DoD officials at the OSD and DoD Component's
levels and comments from the Directors of the Defense Agencies who are under their
cognizance.

C1.4.2.2. Prepare, coordinate, approve, and sign DoD Instructions and DoD
Publications that are relevant and necessary to accomplish their assigned
responsibilities, in accordance with this Manual.

C1.4.2.3. Ensure that the contents of the DoD issuances for which they are
responsible reflect current policy and delegated responsibilities.

C1.4.2.4. Comment on proposed DoD issuances from the OSD, the WHS, and
the DoD Components.

C1.4.2.5. Change, reissue, and/or cancel DoD issuances, in accordance with
this Manual.

C1.4.2.6. Convert directive-type memorandums into DoD issuances within
180 days and, when applicable, cancel those memorandums.

C1.4.2.7. Reviewal DoD issuances under their cognizance for need and
currency, and certify by memorandum to the Director, WHS, whether the issuances shall
be continued, revised, or canceled.

C1.4.3. The Heads of the OSD and WHS Components shall:

C1.4.3.1. Prepare, coordinate, approve, and sign Administrative Instructions
and their changes that are essential to administer the functions in their areas of
responsibility or to implement aDoD Directive, DoD Instruction, or DoD Publication in
accordance with this Manual.

C1.4.3.2. Ensure that the contents of the Administrative Instructions reflect
current policy and delegated responsibilities.

C1.4.3.3. Review and coordinate on proposed Administrative Instructions that
relate to their missions in the timeframe provided on the SD Form 106.
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C1.4.3.4. Change, reissue, and/or cancel Administrative Instructions, in
accordance with this Manual.

C1.4.3.5. Review all Administrative Instructions under their cognizance for
need and currency, and certify by memorandum to the Director, WHS, whether the
issuances shall be continued, revised, or canceled.

C1.4.4. The Heads of the DoD Components shall:

C1.4.4.1. Review and coordinate proposed DoD issuances that relate to their
missions in the timeframe provided on the SD Form 106.

C1.4.4.2. Issue implementing documents, when required by the OSD PSA,
consistent with the intent of the DoD issuances.

C1.4.4.3. Provide copies of implementing documents to the respective OSD
PSAs, when applicable.
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Fgure C1.F1. Directive-Type Memorandum Issued by the Secretary or Deputy Secretary of
Defense

[Secretary of Defense Letterhead]

[date]

MEMORANDUM FOR SECRETARIES OF THE MILITARY DEPARTMENTS
CHAIRMAN OF THE JOINT CHIEFS OF STAFF
UNDER SECRETARIES OF DEFENSE
DIRECTOR, DEFENSE RESEARCH AND ENGINEERING
ASSISTANT SECRETARIES OF DEFENSE
GENERAL COUNSEL OF THE DEPARTMENT OF DEFENSE
INSPECTOR GENERAL OF THE DEPARTMENT OF DEFENSE
DIRECTOR OPERATIONAL TEST AND EVALUATION
ASSISTANTS TO THE SECRETARY OF DEFENSE
DIRECTOR OF ADMINISTRATION AND MANAGEMENT
DIRECTOR, FORCE TRANSFORMATION
DIRECTOR, NET ASSESSMENT
DIRECTORS OF DEFENSE AGENCIES
DIRECTORS OF THE DOD FIELD ACTIVITIES

SUBJECT: Criteria for Awarding Two New Joint-Military Decorations

This directive-type memorandum provides the DoD policy for the awarding of the
Joint-Service Special Medal (JSSM) and the Joint-Service Activity Medal (JSAM),
which completes the spectrum of joint decorations and provides the needed latitude to
recognize truly outstanding service.

The JSSM should be used to recognize significant contributions in temporary, short-
term duties, such as those on joint commissions, studies, and other special projects. The
JSAM should be used to recognize significant contributions in permanent, long-term
duties in the person’s career field.

It is necessary that each of us ensure that our measure for award recommendations and
approvals is highly demanding and results in the appropriate level of decoration for
deserving individuals. Appropriate awards enhance morale and preserve the value and
prestige of the joint decorations. Inappropriate awards have the opposite effect.

This memorandum is effective immediately. A DoD Directive governing the awards
programs shall be issued within 180 days.

[signature of Secretary or Deputy Secretary]
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Figure C1.F2. Directive-Type Memorandum Issued by a Principd Staff Assgtant

[Secretary of Defense Letterhead]
[date]

MEMORANDUM FOR SECRETARIES OF THE MILITARY DEPARTMENTS
CHAIRMAN OF THE JOINT CHIEFS OF STAFF
UNDER SECRETARIES OF DEFENSE
DIRECTOR, DEFENSE RESEARCH AND ENGINEERING
ASSISTANT SECRETARIES OF DEFENSE
GENERAL COUNSEL OF THE DEPARTMENT OF DEFENSE
INSPECTOR GENERAL OF THE DEPARTMENT OF DEFENSE
DIRECTOR OPERATIONAL TEST AND EVALUATION
ASSISTANTS TO THE SECRETARY OF DEFENSE
DIRECTOR OF ADMINISTRATION AND MANAGEMENT
DIRECTOR, FORCE TRANSFORMATION
DIRECTOR, NET ASSESSMENT
DIRECTORS OF DEFENSE AGENCIES
DIRECTORS OF THE DOD FIELD ACTIVITIES

SUBJECT: Criteria for Awarding Two New Joint-Military Decorations

This directive-type memorandum provides the DoD procedures for the awarding of
the Joint-Service Special Medal (JSSM) and the Joint-Service Activity Medal (JSAM)
which completes the spectrum of joint decorations and provides the needed latitude to
recognize truly outstanding service.

bl

The JSSM should be used to recognize significant contributions in temporary, short-
term duties, such as those on joint commissions, studies, and other special projects. The
JSAM should be used to recognize significant contributions in permanent, long-term
duties in the person’s career field.

It is necessary that each of us ensure that our measure for award recommendations and
approvals is highly demanding and results in the appropriate level of decoration for
deserving individuals. Appropriate awards enhance morale and preserve the value and
prestige of the joint decorations. Inappropriate awards have the opposite effect.

This memorandum is effective immediately. A DoD Instruction governing the awards
programs shall be issued within 180 days.

[signature of the Principal Staff Assistant]
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C1.5. INTERNAL REVIEW

C1.5.1. DoD issuances shall be reviewed every 5 years by the originating OSD
PSAs to ensure that the issuances are necessary; currently applicable; and consistent
with DoD policy, existing law, and statutory authority.

C1.5.2. The Director, Administration and Management shall provide the OSD PSAs
with lists of DoD issuances under their cognizance for review annually during the first
guarter.

C1.5.3. Oncompletion of the review, the PSAs shall certify by memorandum to the
Director, Administration and Management, whether the issuances shall be continued,
revised, or canceled. DoD issuances to be continued shall be reissued with anew date
and signature.

C1.6. NUMBERING SYSTEM AND RECORDS MANAGEMENT

C1.6.1. Numbering System of DoD |ssuances

C1.6.1.1. Subject Groups. The Director, Directives and Records Division,
WHS, shall assign numbers to DoD issuances according to subject groups. The
numbering system consists of four digits, representing amajor subject group and its
subgroup, followed by adecimal point and the sequential number of the subgroup; e.g.,
for DoD Directive 5025.1, the Directive is in the major subject group "5000," the
number "25" represents the subgroup, and the number ".1" indicates that the Directive is
the first document assigned to that subgroup. The major subject groups are as follows:

C1.6.1.1.1. 1000. Manpower and Personnel, and Readiness (Civilian,
Military, National Guard and Reserve).

C1.6.1.1.2. 2000. Internationa and Foreign Affairs.

C1.6.1.1.3. 3000. Computer Language, Intelligence, Plans and
Operations, Research and Devel opment, Reconnaissance, and Space-Based Matters
Surveillance.

C1.6.1.1.4. 4000. Logistics, Natural Resources, and Environment.
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C1.6.1.1.5. 5000. Acquisition, Administrative Management, Force
Protection, Homeland Security, Organizational Charters, Security, Public Affairs, and
Legidative Affairs.

C1.6.1.1.6. 6000. Hedlth.
C1.6.1.1.7. 7000. Audits, Budget, Finance, and Information Control.

C1.6.1.1.8. 8000. Information Management/Information Technology
(IM/T).

C1.6.1.1.9. Alisting of subgroups is located on the Directives and
Records web site at http://www.dtic.mil/whs/directives.

C1.6.1.2. Draft versions of newly developed DoD issuances shall carry
alphabetic designations following the decimal point; e.g., DoD Directive 8210.aa or
8210.bb. The suffix "ad" indicates that the DoD issuance is the first draft document in
the 8210 subgroup; "bb" is the second draft document in the subgroup. The Director,
Directives and Records Division, WHS, shall assign aphabetical designations. Do not
use the "xx"' designation. If you are unable to determine the subject group or subgroup
to use, leave it blank.

C1.6.1.3. DoD Publications. Usualy, aDoD Publication is assigned the same
number of its authorizing DoD Directive or Instruction, followed by a suffix identifying
the type of Publication.

C1.6.1.4. Administrative Instructions (Als). Als are numbered sequentially
beginning with the number 1 and do not use subject groups. When reissuing an Al, use
the original Al number. When creating anew Al, use triple aphabetic designations as
place holders.

C1.6.1.5. Classified DoD Issuances. Anabbreviated security classification of
the DoD issuance shall precede the DoD issuance number (“C" for Confidential, "S' for
Secret, "TS' for Top Secret).

C1.6.1.6. For Official Use Only (FOUQO). An"Q' for FOUO shall precede
the DoD issuance number.

C1.6.1.7. Reuse of Numbers. DoD issuance numbers MAY NOT be reused
unless the existing DoD Directive, Instruction, Publication, or Administrative Instruction
IS reissued.
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C1.6.2. Records Management

C1.6.2.1. The Director, Directives and Records Division, WHS, retires the
official case file for each DoD issuance to the Washington National Records Center.
The file constitutes the historical development of the issuance and shall include the
following:

C1.6.2.1.1. The master copy of the DoD issuance.

C1.6.2.1.2. The signed memorandum.

C1.6.2.1.3. The signed DoD issuance.

C1.6.2.1.4. Thelist of coordinating officials.

C1.6.2.1.5. The original signed SD Form 106.

C1.6.2.1.6. The original signed coordination papers.

C1.6.2.1.7. Acopy of the draft DoD issuance sent out for coordination.

C1.6.3. Request for and Release of Coordination Papers. The Director,
Directives and Records Division, WHS, is not authorized to release coordination papers
to requesters without the written consent of the originating OSD, WHS, or the DoD
Component official.
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C2. CHAPTER 2
DoD DIRECTIVES

C2.1. HOW TO PREPARE DoD DIRECTIVES

DoD Directives are limited to amaximum of eight pages (INCLUDING
ENCLOSURES). Organize DaoD Directives as follows:

C2.1.1. Headers

C2.1.1.1. Document Identification. Onthe first page, place the Directive
number in the upper right corner of the issuance. Below it, type your organization's
abbreviation.

C2.1.1.2. Page Header. On page 2 through the last page of the Directive,
place the Directive number 1/2 to 3/4 of aninch from the top of the page. Leave room
for the full date after the Directive number on all pages. Directives and Records
Division, WHS staff shall place the date on all pages once the Directive has been
signed. (See header used in this Manual.)

C2.1.1.3. Directive Number. The Directives and Records Division, WHS
staff shall assign anew Directive anumber after the Secretary or Deputy Secretary has
signedit. (See header on this page)

C2.1.2. Subject Line

C2.1.2.1. Typethe word"SUBJECT:" inall caps. Then, state the Directive's
title in no more than three lines and in block style.

C2.1.2.2. Write out the full name of any acronyms or abbreviations used and
place the acronym or abbreviation in parentheses. (See figure C2.F1.)

C2.1.2.3. Do not use the same subject line for more than one issuance.

Figure C2.F1. Sample of the SUBJECT Line

SUBJECT: Sample of the Subject Line of a DoD Issuance When the Subject has a
Very Long Title
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C2.1.3. References
C2.1.3.1. List references inthe order they appear in the text.

C2.1.3.2. Use amaximum of six references onthe first page. If there are
more than six, place the first four on the first page and place the remaining references
at enclosure 1. (See figure C2.F2.)

C2.1.3.3. When aDoD Directive contains more than 26 references, use a
double lettering system; e.g., aa- azfollowed by ba- bz, etc. Do not use triple letters.
(See figure C2.F2.)

C2.1.3.4. When you are canceling one issuance with another, place the words
"hereby canceled” in parentheses after the date of the document being canceled; e.g.,
DoD Directive 3990.1, "Verification of Logistical Support,” April 1, 1989 (hereby
canceled).

C2.1.3.5. When areissued DoD Directive continues to authorize aDoD
Publication, cite the Publication.

C2.1.3.6. Do not establish acronyms in the reference listing unless they are an
actual part of thetitle.

C2.1.3.7. Do not cite Military Department or joint-Service publications in
DoD Directives.

C2.1.3.8. Use afootnote to show readers precisely where to find documents
that are not readily available to al users inthe DoD Directives System.

C2.1.3.9. Do not list unpublished material, such as drafts and documents that
usualy are not available to readers.

C2.1.3.10. Do not list documents that you are in the process of canceling.

C2.1.3.11. References as Enclosures. Do not include any documents you list
in the REFERENCES section as an enclosure.
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C2.1.4. Legd Citations (in the reference listing)

C2.1.4.1. Use aDoD issuance as the reference citation whenit has
implemented an Executive Order or statute (Public Laws or section of the United States
Code (U.S.C))); eg., use DoD Directive 5400.7, "DoD Freedom of Information Act
Program,” May 13, 1988.

C2.1.4.2. When the DoD issuance implements asection of the U.S.C,, list the
U.S.C. andits section; e.g., Section 1175 of title 10, United States Code. You may cite
two or more sections; e.g., Sections 10605-10607 of title 42, United States Code.
When more than one section of the U.S.C. is used, identify ALL sectionsinthe
reference listing (e.g., Sections 123, 789, 1001, and 4567 of title 10, United States
Code).

C2.1.4.3. If the statute is not included in the U.S.C., list the public law citation
and its section whenit applies; e.g., Section 999 of Public Law 103-139, "Department of
Defense Appropriations Act of 2010," November 11, 2010. Verify the proper
statutory authority with the Office of the General Counsel, Department of Defense
(OGC, DoD), during the drafting phase.

C2.1.4.4. Use the Code of Federal Regulations (CFR) citation when
referencing adocument that has been published in the CFR (e.g., Title 41, Code of
Federal Regulations, Part 101.20, "Management of Buildings and Grounds," current
edition). Use the Federal Register (FR) citation for documents that have been
published in the FR but not in the CFR (e.g., 88 CFR 6789).
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Figure C2.F2. Samples of the Format for Liging References
References Listed on the First Page

References: (a) DoD Directive 1234.5, “Computer Programming,” April 2, 1999
(b) DoD Instruction 2345.6, “Software Planning,” June 15, 2002
(c) Assistant Secretary of Defense Memorandum, “Improving the
Use of Computers,” September 12, 2005

First Page Reference List When There are 6 or More References

References: (a) DoD Directive 1234.5, “Computer Programming,” April 2, 2001
(b) Chapter 30 of title 99, United States Code
(c) DoD Instruction 2345.6, “Software Planning,” June 25, 2001
(d) Assistant Secretary of Defense Memorandum, “Improving the
Use of Computers,” September 12, 2001
(e) through (g), see enclosure 1

References. continued at Enclosure 1 (When There Are 6 or More References)

El. ENCLOSURE 1

REFERENCES, continued

(e) Administrative Instruction Number 135, “How We List References,” August 6,
1999

(f) Section 123 of'title 10, United States Code
(g) DoD Directive 6543.2, “References Must be Listed as Shown, April 5, 1999

References, continued at Enclosure 1 (When There Are 26 or More References)

El. ENCLOSURE 1

REFERENCES, continued

(aa) Administrative Instruction Number 135, “How We List References,”
August 6, 1999

(ab) Sections 123, 789, 1001, and 4567 of title 10, United States Code
(ac) DoD Directive 6543.2, “References Must be Listed as Shown," April 5, 1999
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C2.1.5. Guidelines for Sections of DoD Directives. Develop sections of DoD
Directives, as follows:

C2.1.5.1. REISSUANCE AND PURPOSE. See figures C2.F3. and C2.F4.
Give the reason for the DoD Directive and identify the following:

C2.15.1.1. State that the DoD Directive reissues, supersedes, or replaces
another one.

C2.1.5.1.2. State that this DoD Directive authorizes (or, continues to
authorize) aDoD Publication.

C2.1.5.1.3. Identify any DoD Executive Agents who receive
responsibilities in the Directive.

C2.1.5.1.4. Identify any boards, panels; etc., that the DoD Directive
establishes.
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Fgure C2.F3. Samples of the Format for PURPOSE Section
General

1. PURPOSE
This Directive:
1.1. Implements 10 U.S.C. 123 (reference (a)).

1.2. Establishes policy and assigns responsibilities under reference (b) for producing
agricultural products.

Authorizes a DoD Publication

1. PURPOSE
This Directive:

1.1. Establishes policy and assigns responsibilities under reference (a) for producing
agricultural products.

1.2. Authorizes the publication of DoD 8899.22-M, consistent with reference (b).

Designates a DoD Executive Agent

1. PURPOSE
This Directive:

1.1. Establishes policy and assigns responsibilities under reference (a) for producing
agricultural products.

1.2. Designates the Secretary of the Army as the DoD Executive Agent for agricultural
matters.
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Establishes a Board

1. PURPOSE
This Directive:

1.1. Establishes policy and assigns responsibilities under reference (a) for
producing agricultural products.

1.2. Establishes the DoD Agricultural Borad.

Cancels the existing DoD Directive and a Directive with a Different Number

1. PURPOSE
This Directive:
1.1. Replaces reference (a) and (b).

1.2. Updates policy and responsibilities for administering the supply and
maintenance program for tanks under reference (c).

Figure C2.F4. Samples of the Format for the REISSUANCE AND PURPOSE Section
General

1. REISSUANCE AND PURPOSE

This Directive:

1.1. Reissues reference (a) to update policy and responsibilities for the Carnegie
Program under reference (b).

1.2. Continues to authorize the publication of DoD 8444.6-M, consistent with
reference (c).

Reissuing a DoD Directive as a DoD Instruction

1. REISSUANCE AND PURPOSE
This Instruction:

1.1. Reissues reference (a) as a DoD Instruction under the authority of reference

(b).
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C2.1.5.2. APPLICABILITY AND SCOPE

C2.1.5.2.1. Identify to whom the Directive applies. Use the standard
wording for the APPLICABILITY section. (See figure C2.F5.)

C2.1.5.2.2. The scope must be in aseparate paragraph or paragraphs and
identifies other Agencies not listed in the standard paragraph in this section. (See
figure C2.F5.)

Figure C2.F5. Samples of the APPLICABILITY and the APPLICABILITY AND SCOPE Section

2. APPLICABILITY

This Directive applies to the Office of the Secretary of Defense, the Military
Departments, the Chairman of the Joint Chiefs of Staff, the Combatant
Commands, the Office of Inspector General of the Department of Defense, the
Defense Agencies, the DoD Field Activities, and all other organizational entities
in the Department of Defense (hereafter referred to collectively as “the DoD
Components”).

le of Applicabili d include; mmissioned Corps of the Public
Health and the National Atmospheric Administration

2. APPLICABILITY AND SCOPE

2.1. This Directive applies to the Office of the Secretary of Defense, the
Military Departments, the Chairman of the Joint Chiefs of Staff, the Combatant
Commands, the Office of Inspector General of the Department of Defense, the
Defense Agencies, the DoD Field Activities, and all other organizational entities
in the Department of Defense (hereafter referred to collectively as “the DoD
Components”). The term “Military Services,” as used herein, refers to the Army,
the Navy, the Air Force, and the Marine Corps.

2.2. This Directive also applies to the Commissioned Corps of the Public
Health and the National Atmospheric Administration, under agreements with the
Departments of Health and Human Services and Commerce.

C2.1.5.3. DEFINITIONS (if applicable)

C2.1.5.3.1. Define terms unique to this Directive.

C2.1.5.3.2. List definitions in alphabetical order.
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C2.1.5.3.3. Use Joint Pub 1-02* for military terms. Inform the Director,
Directives and Records Division, WHS, about terms that do not appear in Joint Pub
1-02, but that you feel need to be there.

C2.1.5.3.4. If terms are less than haf apage, list theminthis section of
the Directive. Otherwise, list them in enclosure 2, unless you have no more than six
references. Then, make the definitions page enclosure 1.

Figure C2.F6. Samples of the Format for the DEFINITIONS Section
Definitions that do not exceed half of a page

3. DEFINITIONS

1 Electro etic Compatibility (EMC). The ability of telecommunications equipment,
subsystems, and systems to operate in their intended operational environments without
suffering or causing unintentional, acceptable degradation because of EM radiation or
response.

3.2. Telecommunication. Any transmission, emission, or reception of signs, signals,
writings, images, sounds, or information of any nature by wire, radio, visual, or other EM
system.

Statement used when definitions exceed half of a page

3. DEFINITIONS

Terms used in this Directive are defined in enclosure 2.

Statement used when definitions are defined in another document

3. DEFINITIONS
The following terms used in this Directive, are defined in Joint Pub 1-02 (reference (c)):
3.1 Command, control, and communications countermeasures.

3.2. Electronic warfare.

1 Copies may be obtained, vialnternet at http://www.dtic.mil/doctrine/jel/doddict/index.html
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C2.1.5.4. POLICY. InDaD Directives, state ideas, goals, or principles of a
DoD mission, and define performance mechanisms and other vehicles that shall help the
user evaluate the success of the policy. Directives shall be written clearly to avoid
having the DoD Components prepare implementing or supplementing documents.

Figure C2.F7. Sample of the Format for the POLICY Section

4. POLICY
It is DoD policy that:

4.1. Management and administrative structure for improving the communication of
DoD M&S issues shall be established.

4.2. Coordinated DoD M&S Master Plan shall be developed.

C2.1.5.5. RESPONSBILITIES

C2.1.5.5.1. Identify key officials who shall carry out the policy that the
DoD Directive identifies. The originator of the DoD Directive shall identify its
organizational responsibilities first.

C2.1.5.5.2. Identify responsibilities for DoD officials who shall report
directly to the Secretary or Deputy Secretary of Defense.

C2.1.5.5.3. Identify responsibilities for the Directors of the Defense
Agencies. Since the Commanders of the Combatant Commands report to the President
and the Secretary of Defense, they may receive direct responsibilities in DoD
Directives, in coordination with the Chairman of the Joint Chiefs of Staff.

C2.1.5.5.4. When aDirective assigns responsibilities for an Assistant
Secretary of Defense (ASD), identify the Under Secretary of Defense (USD) who has
authority over them, if applicable. (See figure C2.F8.)
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Fgure C2.F8. Samples of the Format for the RESPONSIBILITIES Section
Responsibilities of PSAs and the Chairman of the Joint Chiefs of Staff

5. RESPONSIBILITIES

5.1. The Under Secretary of Defense for Policy (USD(P)) shall develop overall security policy.

5.2. The Principal Deputy Under Secretary of Defense for Personnel and Readiness
(PDUSD(P&R)), under the Under Secretary of Defense for Personnel and Readiness

(USD(P&R)), shall:

5.2.1. Develop procedures for news media coverage.

5.2.2. Review guidelines for the release of DoD information to the public.

5.3. The_Assistant Secretary of Defense for Command, Control, Communications, and
Intelligence (ASD(C3I)) shall coordinate information on secure communications.

5.4. The Assistant to the Secretary of Defense for Intelligence Oversight (ATSD(I0)) shall:
5.4.1. Serve as the advisor for issues on nuclear weapons security.
5.4.2. Provide representation on the Inter-Agency Advisory Committee.

5.5. The General Counsel of the Department of Defense (GC, DoD) shall provide advice and
assistance on all legal matters.

5.6. The Chairman of the Joint Chiefs of Staff shall evaluate and validate requirements for
policy decisions.

Responsibilities of PSAs Who Must Coordinate With Other PSAs
5. RESPONSIBILITIES

5.1. The Under Secretary of Defense for Policy, (USD(P)), in coordination with the Under
Secretary of Defense for Acquisition, Technology and Logistics (USD(AT&L), shall manage the
DoD security program for DoD nuclear reactors.

5.2. The Commanders of the Combatant Commands, through the Chairman of the Joint Chiefs
of Staff shall provide standards and guidance on public affairs matters regarding nuclear reactors.

C2.1.5.6. PROCEDURES. Do NOT outline procedures inaDoD Directive.

C2.1.5.7. INFORMATION REQUIREMENTS (if applicable)
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C2.1.5.7.1. Inthis section, identify forms, formats, reporting
requirements or record-keeping systems for information that the Agency needs from
the user. Also include statements about canceled information requirements.

C2.1.5.7.2. Refer to DaD Directive 8910.1 (reference (d)) for policies
for managing and controlling information requirements.

C2.1.5.7.3. Use DaD 8910.1-M (reference (€)) for information on how
you shall establish, revise, and cancel information requirements; obtain information from
the public, non-DoD Federal Agencies, the DoD Components; and operate reports
management programs. Contact the Director of Information Operations and Reports
(DIOR), WHS, for help with information requirements.

C2.1.5.7.4. Use DoD Instruction 7750.7 (reference (f)) for information
on policies for the DoD Forms Management Program. For help with forms, contact
DIOR, WHS.

C2.1.5.7.5. Use DoD Directive 8320.1 and DoD 8320.1-M (references
(g) and (h)) for information on policies and procedures for the DoD Data Elements and
Codes Program. Contact the Office of the Assistant Secretary of Defense for
Command, Control, Communications, and Intelligence for help with data elements and
codes.

C2.1.5.8. EFFECTIVE DATE. Use the phrase, "This Directive is effective
immediately,” unless you specify otherwise. (See figure C2.F9.)

Figure C2.F9. Samples of the Format of the EFFECTIVE DATE Section

Standard

6. EFFECTIVE DATE

This Directive is effective immediately.

A Portion of the DoD Issuance With a Specific Designated Date
6. EFFECTIVE DATE

The policy contained in this Directive is effective December 15, 2010. The remaining
provisions of this Directive are effective immediately.
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C2.1.5.9. Signature. The Secretary or the Deputy Secretary of Defense signs
DoD Directives. Leave 5 blank line spaces for signature.

C2.1.5.10. Enclosures

C2.1.5.10.1. Use enclosures for material that you have not identified in
the reference listing, but that you mentioned in the text of the issuance.

C2.1.5.10.2. They shall be originals or camera-ready copies.
C2.1.5.10.3. Other DoD issuances SHALL NOT be used as an enclosure.
C2.1.5.10.4. List the enclosures on the signature page.

C2.1.5.10.5. Continued references are enclosure 1.

C2.1.5.10.6. Definitions are enclosure 2.

C2.1.5.10.7. Alignthe words "Enclosures - 2* flush with the left margin,
indenting the list in increments 1/4 of aninch.

C2.1.5.10.8. Identify the enclosures using an"E' before the enclosure
number. For example, enclosure 1 is identified using "EL" preceding the title of the
enclosure. (See figure C2.F10.)

C2.1.5.11. Attachmentsto Enclosures. List attachments on the last page of
an enclosure in the same manner as listing enclosures at the end of the main body of the
Directive. Attachments shall be originals or camera-ready copies. (See figure C2.F10.)

Figure C2.F10. Samplesof How to Ligt Enclosures and Attachmentsto a DoD Directive
Enclosures (Listed on the Last Page of the Directive)

Enclosures — 2
E1. References, continued
E2. Definitions

Attachments (Listed on the Last Page of the Enclosure to the Directive)

Attachments — 2
E1.Al. List of Military Postal ZIP Codes
E1.A2. List of Military Postal Addresses
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C2.15.12. Useof "See” When"se€" is used as directional materia at the
end of the sentence the phrase should be astand-alone sentence and placed in
parentheses. (See figure C2.F11.)

Figure C2.F11. Sample of the Use of the Word "See”

This policy shall be implemented. (See paragraph 3.5.)

C2.2. CHARTERS

The Director of Organizationa and Management Planning (O& MP), in the Office of the
DA&M, OSD, develops charters in coordination with the Principal and staff of the
organization being addressed in the charter, or with the OSD PSA with oversight
responsibility for the Agency, Activity, DoD Executive Agent, or other entity being
addressed. Charters are published as DoD Directives and describe the management
arrangements of OSD PSAs, Defense Agencies, DoD Field Activities, DoD Executive
Agents, and other organizational entities, as required. Organizational charters define
missions, functions, responsibilities, relationships, and authorities. Additionally,
charters for boards, councils, and committees address administration and operations.

C2.3. STYLE AND FORMAT

C2.3.1. Writing Style

C2.3.1.1. Write DoD Directives clearly and concisely. Organize their
contents to address what the readers know, what they do not know, what they shall do
with the information, and the results they expect to gain. Apply the following general
principles and grammar:

C2.3.1.1.1. Use short simple words and limit sentences to one thought.
K eep sentences brief (average of 20 or fewer words).

C2.3.1.1.2. Use parallel construction (the same grammatical structure for
similar or related ideas). (See figure C2.F12.)
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Fgure C2.F12. Example of Paralel CongructioninDoD Directives

This Directive reissues reference (a) under the authority of reference (b) to:
1.1. Update DoD policy on personnel data.

1.2. Establish a personnel committee.

1.3. Designate Reserve component categories.

C2.3.1.1.3. Write inthe active voice (name an actor with the action
immediately after) because it is more direct and forceful; e.g., "The Chair shall forward
one information copy of the board meeting minutes to the members."

C2.3.1.1.4. When possible, use paragraph headings to highlight important
concepts so the reader may see at aglance what the paragraphis about. Avoid long,
rambling, disjointed paragraphs, especially those with many subparagraphs.

C2.3.1.1.5. Helping Verbs. Use ahelping verb to express the degree of
obligation, as illustrated in the following table:

Table C2.T1. Use of Helping Verbs in DoD Directives
Helping Verbs Degree of Restriction

Shall Action is mandatory.

May Action is optional.

C2.3.1.1.6. Gender-Specific Language. Use the phrase "he and she,"
rather than writing "he" or "she' separately as generic pronouns. (See Appendix 2.)

C2.3.1.1.7. Personal Pronouns. Do not use the persona pronouns "|"

and"me."

C2.3.1.1.8. Abbreviations and Acronyms

C2.3.1.1.8.1. Write out the full name of any acronyms or
abbreviations used and place the acronym or abbreviation in parentheses the first time it
appears in the text, but only if you use it more than once. Generally, you should not use
the articles "the" "g" and"an" before abbreviations and acronyms; e.g., write "OSD,"
and "MARS" not "the OSD" and "aMARS' when used as aunit modifier or adjective.

C2.3.1.1.8.2. Exceptions to subparagraph C2.3.1.1.8.1., above:
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C2.3.1.1.8.2.1. Department of Defense and United States.
When using those terms as adjectives, write the abbreviations without parentheses.
Lower-case the "d" when using the acronym "DoD." When using them as nouns, spell
them out and omit the abbreviations. For example, "It is DoD policy to rely on the
assistance of civilian employees within the Department of Defense. This policy has
been implemented throughout the United States."

C2.3.1.1.8.2.2. Chairman of the Joint Chiefs of Staff; Joint
Chiefs of Staff; or Joint Staff. ALWAY Suse "The Chairman of the Joint Chiefs of
Staff" in DoD Directives. NEVER use the acronyms CJCS or JCS.

C2.3.1.1.8.2.3. OSD Principal Staff Assistants. (See
subparagraph C1.2.10., above.)

C2.3.1.1.8.2.4. Alwaysuse "the' whenreferring to "DoD
Components."

C2.3.2. Sources of English Usage. Use the following order of authority when you
have questions on punctuation, capitalization, spelling, numerals, compound words, €tc.:

C2.3.2.1. "Ligt of Preferred Terms Used in DoD Issuances.” (See Appendix 2.)

C2.3.2.2. "Ligt of Hyphenated Unit Modifiers Used in DoD Issuances.” (See
Appendix 3.)

C2.3.2.3. United States Government Printing Office Style Manua and Word
Division Supplement to that Manual? (current editions).

C2.3.2.4. Webster's New Collegiate Dictionary (current edition).

C2.3.2.5. The Chicago Manua of Style.3

2 Copies may be obtained viathe Internet at http://www.access.gpo.gov/styleman

3 Copies may be obtained viathe Internet at http://www.bkstor.com
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C2.3.3. Format

C2.3.3.1. Numbering System

C2.3.3.1.1. Always use the DoD Directives System numbering system to
identify where you are in the Directive, especially when you are looking at the document
on acomputer screen. (See section C1.6., above.)

C2.3.3.1.2. Do not use tabs between section, paragraph, and subparagraph
numbers and the text. Use two spaces.

C2.3.3.1.3. Do not use the automated feature to generate section,
paragraph, and subparagraph numbers in Microsoft Word.

C2.3.3.1.4. Use the three identifiers in the numbering system of section,
paragraph, and subparagraph. (See figure C2.F13.)

Figure C2.F13. Example of the Numbering System for DoD Directives and Indructions

1. SECTION
1.1. Paragraph
1.1.1. Subparagraph
1.1.1.1. Subparagraph
1.1.1.1.1. Subparagraph
1.1.1.1.1.1. Subparagraph
1.1.1.1.1.1.1. Subparagraph

C2.3.3.1.5. Indent each paragraph level every other tab, setting the first
tab at .25. Do not use more than six tabs (no lower than the fifth subparagraph level).

C2.3.3.1.6. Implied Section. When there is no section heading, use an
implied section concept. The paragraph number aways starts at the second level of the
numbering system regardless of whether or not you have asection heading.

C2.3.3.1.7. Enclosure Numbering. Apply the same numbering structure
when identifying sections, paragraphs, or subparagraphs in an enclosure. Place an"E"
showing that the information is in an enclosure, followed by the enclosure number, in
front of the identifier. For example, when numbering an areain enclosure 1, place
"EL1" before the identifier.

C2.3.3.1.8. Attachment Numbering. Use the same numbering structure
when identifying sections, paragraphs, or subparagraphs in an attachment to an
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enclosure. Place an"E' and the enclosure number plus an"A" showing that the
information is in an attachment to an enclosure, followed by the attachment number, in
front of the identifier. For example, when numbering an areain attachment 1 to
enclosure 1 place "ELAL" before the identifier. (See figure C2.F13., above))

C2.3.3.2. Page Numbering

C2.3.3.2.1. Center the page number 1/2 inch from the bottom of the page,
beginning with page 1.

C2.3.3.2.2. Number the pages consecutively with Arabic numerals from
page 1 through the end of the document.

C2.3.3.3. Underlining

C2.3.3.3.1. Underline headings of sections, paragraphs, subparagraphs,
enclosures, and attachments in DoD Directives. Do not underline to show emphasis.
Use CAPITAL letters to show emphasis.

C2.3.3.3.2. Underline definitions and their abbreviations or acronyms
(but not the meanings) in the DEFINITIONS section or enclosure 2 (when the list of
definitions exceeds ahalf page).

C2.3.3.3.3. Underline the titles of key officials in the
RESPONSIBILITIES section (but not the word "The' that precedes titles). (See
subparagraph C2.3.1.1.8.2.4., above.)

C2.3.3.4. Bold Type and Italics. Do NOT use bold type for emphasis in DoD
Directives. Use CAPITAL letters to emphasize aword or words in the text of
Directives. Do not use italics whenissuing or reissuing aDoD Directive. Italics are
only used when indicating changes to the issuance. (See Chapter 6.)

C2.3.3.5. Bullets and Dashes. Do NOT use bullets and dashes in DoD
Directives. All material shall have text or numbered identification.

C2.3.3.6. Figures, Forms, Graphics, and Tables. Do NOT use figures, forms,
graphics, or tables in the text of aDoD Directive.
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C2.3.3.7. Footnotes and Notes. Use footnotes to indicate where the reader
may obtain the document, if it is not readily available through the DoD Directives
System. Place an Arabic superscript immediately after the material you are footnoting
with no intervening space. Define the footnote at the bottom of the page. Do not use
the term "NOTE:" in DoD Directives.

C2.3.3.8. Editing Symbols. Editing symbols are identified in Appendix 4.

C2.3.3.9. Change Bars. Use change bars in the margins of pages to identify
changes on each line in DoD Directives.

C2.3.3.10. Companion DoD Instruction and/or Publication. Whenthereisa
companion DoD Instruction and/or Publication being processed during the same time as
the DoD Directive, the Directive MUST be signed first. The DoD Instruction and/or
Publication shall be held until AFTER the DoD Directive has been signed.

C2.4. CLASSFHIED DoD DIRECTIVES

C2.4.1. Asprescribed by DoD 5200.1-R and DoD 5200.1-PH (references (i) and
(j)), aclassified DoD Directive shall follow these procedures:

C2.4.1.1. Anabbreviated security classification of the DoD Directive shall
precede the DoD issuance number (e.g., DoD Directive C-1234.5).

C2.4.1.2. The abbreviated security classification of the title is indicated in
parentheses after the subject or title. When the subject or title is unclassified, place
"(U)" at the end of it; if classified, use the applicable security classification symbol.

C2.4.1.3. The security classification is indicated for each section, paragraph,
and subparagraph throughout the text.

C2.4.2. Aclassified DoD Directive shall be formatted in same manner as an
unclassified DoD issuance.

C2.4.2.1. Place security classification markings at the top and bottom of each
page indicating the highest security classification of the page, except page 1, which shall
reflect the highest security classification used in the entire issuance. Use adhesive
security classification labels or large type in capital letters, but do not stamp the
security classification markings. Y ou may indicate security markings in the header and
footer of the DoD Directive.
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C2.4.2.2. Annotate warning notices and restrictive markings, if necessary.

C2.4.2.3. Annotate the "Classified By" line and declassification and
downgrading instructions at the bottom of the FIRST page of the issuance.

C2.4.3. For distribution of classified DoD issuances, see of Chapter 8.
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Figure C2.F14. Sample DaoD Directive
Department of Defense

DIRECTIVE

NUMBER 5200.33
June 24, 2002

ASD(C3])
SUBJECT: Defense Courier Service (DCS)

References: (a) DoD Directive 5200.33, subject as above, December 7, 1994 (hereby
canceled)
(b) Section 456 of title 10, United States Code
(c) DoD 5025.1-M, "DoD Directives System Procedures," August 15, 1994
(d) DoD 7000.14-R, "Department of Defense Financial Management
Regulation," Volume 15, "Security Assistance Policy and Procedures,"
March 18, 1993

(e) through (g), see enclosure 1

1. REISSUANCE AND PURPOSE

This Directive:

1.1. Reissues reference (a) to update policy and responsibilities for the Defense
Courier Service (DCS) under reference (b).

1.2. Continues the designation of the Secretary of the Air Force (SecAF) as the
"DoD Executive Agent"for the DCS, which is further delegated to the Commander, Air
Mobility Command (CDR, AMC), who is subject to the authority, direction, and control
of the Secretary of the Air Force.

1.3. Continues to authorize the publication of DoD 5200.33-R consistent with
reference (c).

2. APPLICABILITY AND SCOPE

This Directive applies to:
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2.1. The Office of the Secretary of Defense, the Military Departments, the
Chairman of the Joint Chiefs of Staff, the Combatant Commands, the Office of the
Inspector General of the Department of Defense, the Defense Agencies, the DoD Field
Activities, and all other organizational entities in the Department of Defense (hereafter
referred to collectively as "the DoD Components").

2.2. Non-DoD Agencies and Activities of the U.S. Government, U.S. Government
contractors, foreign governments, and the North Atlantic Treaty Organization (NATO)
that are seeking to use the services of the DCS.

3. POLICY
It is DoD policy that:

3.1. The DCS shall establish, staff, operate, and maintain an international network
of couriers and courier stations for the expeditious, cost-effective, and secure
transmission of qualified classified documents and material. In all instances, the
security of documents or material shall be the primary objective.

3.2. The DoD Components and contractors, to the maximum extent possible, shall
use the services of the DCS for transmission of qualified classified documents or
material requiring escort or courier.

3.3. The DCS users shall ensure that only qualified classified material or
shipments coordinated in advance with the Headquarters, DCS, are entered into the DCS
system. Qualified and prohibited material are delineated in enclosure 2.

3.4. Outside the United States, qualified material shall be transported by the DCS
only to or from those locations where the DCS shall have:

3.4.1. Anestablished operational presence in support of U.S. Armed Forces.

3.4.2. Areasonable assurance that DCS material shall not be subject to search
and seizure by foreign customs or other foreign officials. (The DCS transfers materials
to the Department of State (DoS) for final delivery in foreign countries when that
material is subject to search and seizure.)

3.5. Requests for expanding DCS service to other areas outside the United States

shall be approved by the Assistant Secretary of Defense for Command, Control,
Communications, and Intelligence (ASD(C31)).
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3.6. DCS support during contingencies or hostilities shall be provided in
accordance with requirements of the Chairman of the Joint Chiefs of Staff and the
Commanders of the Combatant Commanders.

3.7. The DCS system shall provide "two person control" only for that nuclear
command and control material delineated in guidance issued by the Chairman of the
Joint Chiefs of Staff.

3.8. The Commander, DCS, shall be an officer (O-6 position) with selection made
by the CDR, AMC. The normal tour of duty for that position shall be 3 years.

4. RESPONSIBILITIES

4.1. The istant Secret Defense for Comm: Control

and Intelligence shall:

4.1.1. Provide security policy and oversee implementing procedural guidance
for the DCS operation through issuance of DoD Instructions, Regulations and other
guidance, as required.

4.1.2. Authorize exceptions to this Directive. That authority may be delegated
to a single designee one level below that of the Office of the Secretary of Defense
Principal Staff Assistant responsible for DoD courier policy.

4.2. The Secretary of the Air Force shall:
4.2.1. Serve as the DoD Executive Agent responsible for the DCS.

4.2.2. Re-delegate the management of the DCS within the Department of the
Air Force to the CDR, AMC.

4.3. The Heads of the DoD Components shall:

4.3.1. Coordinate their courier requirements and priorities with the DCS,
including requirements of their contractors and Foreign Military Sales (FMS),
consistent with DoD 7000.14-R (reference (d)).

4.3.2. Program and budget for requirements and reimburse the DCS for all
services provided, including special delivery services.

42 CHAPTER 2



DoD 5025.1-M, March 5, 2003

DODD 5200.33, June 24, 2002

4.3.3. Provide support in emergency situations to DCS couriers necessary to
safeguard DCS shipments, in accordance with DoD Instruction 4000.19 (reference (¢)).

4.3.4. Assess the responsiveness of the DCS to their operational needs and
advise the CDR, AMC of any problem areas.

4.4. The Secretaries of the Military Departments shall:

4.4.1. Ensure that qualified personnel are assigned expeditiously to carry out
the DCS mission.

4.4.2. In coordination with the DCS, and in accordance with reference (g),
provide, support, and maintain courier stations at locations determined to be consistent
with mission requirements.

4.5. The Commander. Air Mobility Command, subject to the authority, direction,

and control of the Secretary of the Air Force as the DoD Executive Agent for the
Defense Courier Service shall:

4.5.1. Exercise the authority of that Combatant Command over the DCS.

4.5.2. Coordinate DCS operations with the other Combatant Commands and
Defense Agencies.

4.5.3. Keep the ASD(C3I) informed, through the Chairman of the Joint Chiefs
of Staff, of significant matters about DCS activities.

4.5.4. Provide advice and recommendations on responsibilities assigned to the
DCS.

4.5.5. Establish program and budget requirements for normal operations and
support costs on the DCS as part of the AMC Transportation Working Capital Fund.

4.5.6. Provide for movement of qualified DCS material during war,

contingencies, and other emergencies in accordance with priorities established with
supported activities.

4.6. The Commanders of the Combatant Commands shall:
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4.6.1. Coordinate with host-nation officials to develop and implement
procedures for the protection of DCS material from search and seizure by their customs
or other Agency officials.

4.6.2. During wartime or contingency situations, identify priorities for
material destined to his or her Combatant Command based on mission and operational
requirements, and shall ensure that the DCS is accorded airlift priority to meet those
requirements.

4.7.1. Coordinate their courier requirements and priorities, including
requirements of their sponsored contractors and the FMS, consistent with DoD
7000.14-R (reference (d)).

4.7.2. Provide support, in their respective fields of responsibility, to the
Commander, DCS, as required to carry out the assigned mission of the DCS.

4.7.3. Assess the responsiveness of the DCS to their operational needs and
advise the ASD(C3I) of any problem areas.

4.7.4. Budget for, and reimburse the DCS for, the services it provides, in
accordance with 31 U.S.C. 1535 (reference (f)) unless otherwise provided by statute.
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5. EFFECTIVE DATE

This Directive is effective immediately.

AV

Paul Wolfowitz
Deputy Sccretary of Defense

Enclosures - 2
El. References, continued
E2. Qualified and Prohibited Material
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E1l. ENCLOSURE 1
REFERENCES, continued

(e) DoD Instruction 4000.19, "Interservice, and Intragovernmental Support," August 9,
1995 }

(f) Section 1535 of title 31, United States Code

(g) Section 812 of title 21, United States Code

7 ENCLOSURE 1
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E2. ENCLOSURE 2
UALIFIED PROHIBITED MATE]

E2.1. QUALIFIED MATERIAL
The following categories of material qualify for DCS handling:

E2.1.1. DoD Material
E2.1.1.1. TOP SECRET information.
E2.1.1.2. Classified Cryptographic and Communications Security material.
E2.1.1.3. Classified Cryptologic material.

E2.1.1.4. Cryptographic keying material designated and marked "CRYPTO"by
the National Security Agency.

E2.1.1.5. Sensitive Compartmented Information.
E2.1.1.6. Air and Spaceborne imagery material classified SECRET or higher.

E2.1.1.7. Controlled Cryptographic Items (CCI) for shipment when no other
means of secure transportation is available.

E2.1.1.8. FMS material, if otherwise qualified.

E2.1.1.9. Any U.S. classified material that shall not be transmitted in U.S.
custody by any other means.

E2.1.1.10. Single Integrated Operational Plan material and SECRET or more
highly classified operational and/or targeting support material.

E2.1.1.11. End of Cruise Data Packages.

E2.1.1.12. SECRET collateral material for Intelligence Community customers
to addresses to which they also are shipping other material that qualifies under this

subparagraph.

E2.1.1.13. Technical Surveillance Countermeasures material.

8 ENCLOSURE 2
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C3. CHAPTER 3
DoD INSTRUCTIONS

C3.1. HOW TO PREPARE DoD INSTRUCTIONS

Organize DoD Instructions as follows:
C3.1.1. Headers

C3.1.1.1. Document Identification. Onthe first page, place the Instruction
number in the upper right corner of the issuance. Below it, type your organization's
abbreviation.

C3.1.1.2. Page Header. On page 2 through the last page of the Instruction,
place the Instruction number 1/2 to 3/4 of aninch from the top of the page. Leave
room for the full date after the Instruction number on all pages. Directives and
Records Division, WHS staff shall place the date on all pages once the Instruction has
been signed. (See header used in this Manual.)

C3.1.1.3. Instruction Number. The Directives and Records Division, WHS
staff shall assign anew Instruction anumber after the PSA has signed it. (See header on

this page.)

C3.1.2. Subject Line

C3.1.2.1. Typethe word"SUBJECT:" inall caps. Then, state the DoD
Instruction’s title in no more than three lines and in block style.

C3.1.2.2. Write out the full name of any acronyms or abbreviations used and
place the acronym or abbreviation in parentheses. (See figure C3.F1.)

C3.1.2.3. Do not use the same subject line for more than one issuance.

Figure C3.F1. Sample of the SUBJECT Line

SUBJECT: Sample of the Subject Line of a DoD Issuance When the Subject has a
Very Long Title
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C3.1.3. References
C3.1.3.1. List references inthe order they appear in the text.

C3.1.3.2. Use amaximum of six references onthe first page. If there are
more than six, place the first four on the first page and place the remaining references
at enclosure 1. (See figure C3.F2.)

C3.1.3.3. When aDoD Instruction contains more than 26 references, use a
double lettering system; e.g., aa- azfollowed by ba- bz, etc. Do not use triple letters.
(See figure C3.F2.)

C3.1.3.4. When you are canceling one issuance with another, place the words
"hereby canceled” in parentheses after the date of the document being canceled; e.g.,
DoD Instruction 3999.1, "Verification of Logistical Support Operations,” April 1, 1989
(hereby canceled). DaoD Instructions may not cancel DoD Directives.

C3.1.3.5. When areissued DoD Instruction continues to authorize aDoD
Publication, cite the Publication.

C3.1.3.6. Do not cite Military Department or joint-Service publications in
DoD Instructions.

C3.1.3.7. Use afootnote to show readers precisely where to find documents
that are not readily available to al users inthe DoD Directives System.

C3.1.3.8. Do not list unpublished material, such as drafts and documents that
usually are not available to readers.

C3.1.3.9. Do not list documents that you are in the process of canceling.

C3.1.3.10. References as Enclosures. Do not include any documents you list
in the reference section as an enclosure.
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C3.1.4. Legd Citations (in the reference listing)

C3.1.4.1. Use aDoD issuance as the reference citation whenit has
implemented an Executive Order or statute (Public Laws or section of the United States
Code (U.S.C))); eg., use DoD Directive 5400.7, "DoD Freedom of Information Act
Program,” May 13, 1988.

C3.1.4.2. When the DoD issuance implements asection of the U.S.C,, list the
U.S.C. andits section; e.g., Section 1175 of title 10, United States Code. You may cite
two or more sections; e.g., Sections 10605-10607 of title 42, United States Code.
When more than one section of the U.S.C. is used, identify ALL sectionsinthe
reference listing (e.g., Sections 123, 789, 1001, and 4567 of title 10, United States
Code).

C3.1.4.3. If the statute is not included in the U.S.C., list the public law citation
and its section whenit applies; e.g., Section 999 of Public Law 103-139, "Department of
Defense Appropriations Act of 2010," November 11, 2010. Verify the proper
statutory authority with the Office of the General Counsel, Department of Defense
(OGC, DoD), during the drafting phase.

C3.1.4.4. Use the Code of Federal Regulations (CFR) citation when
referencing adocument that has been published in the CFR (e.g., Title 41, Code of
Federal Regulations, Part 101.20, "Management of Buildings and Grounds," current
edition). Use the Federal Register (FR) citation for documents that have been
published in the FR but not in the CFR (e.g., 88 CFR 6789).
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Figure C3.F2. Samples of the Format for Liging References
References Listed on the First Page

References: (a) DoD Directive 1234.5, “Computer Programming,” April 2, 1999
(b) DoD Instruction 2345.6, “Software Planning,” June 15, 2002
(c) Assistant Secretary of Defense Memorandum, “Improving the
Use of Computers,” September 12, 2005

First Page Reference List When There are 6 or More References

References: (a) DoD Directive 1234.5, “Computer Programming,” April 2, 2001
(b) Chapter 30 of title 99, United States Code
(c) DoD Instruction 2345.6, “Software Planning,” June 25, 2001
(d) Assistant Secretary of Defense Memorandum, “Improving the
Use of Computers,” September 12, 2001
(e) through (g), see enclosure 1

References. continued at Enclosure 1 (When There Are 6 or More References)
El. ENCLOSURE 1

REFERENCES, continued

(e) Administrative Instruction Number 135, “How We List References,” August 6,
1999

(f) Section 123 of'title 10, United States Code
(g) DoD Directive 6543.2, “References Must be Listed as Shown, April 5, 1999

References, continued at Enclosure 1 (When There Are 26 or More References)

El. ENCLOSURE 1

REFERENCES, continued

(aa) Administrative Instruction Number 135, “How We List References,”
August 6, 1999

(ab) Sections 123, 789, 1001, and 4567 of title 10, United States Code
(ac) DoD Directive 6543.2, “References Must be Listed as Shown," April 5, 1999

C3.1.5. Guidelines for Sections of DoD Instructions. Develop sections of DoD
Instructions, as follows:

C3.1.5.1. REISSUANCE AND PURPOSE. (See figures C3.F3. and C3.F4.)
Give the reason for the DoD Instruction and identify the following:
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C3.1.5.1.1. State that the DoD Instruction reissues, supersedes, or
replaces another one. DoD Instructions MAY NOT cancel DaoD Directives.

C3.1.5.1.2. State that this DoD Instruction authorizes (or, continues to
authorize) aDoD Publication.

C3.1.5.1.3. Identify any DoD Executive Agents who receive
responsibilities in the Instruction.

C3.1.5.1.4. Identify any boards, panels; etc., that the DoD Instruction
establishes.
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Figure C3.F3. Samples of the Format for the PURPOSE Section
General

1. PURPOSE
This Instruction:
1.1. Implements Section 345 of reference (a).

1.2. Implements policy and assigns responsibilities under reference (b) for
producing agricultural products.

Authorizes a DoD Publication

1. PURPOSE
This Instruction:

1.1. Implements policy and assigns responsibilities under reference (a) for
producing agricultural products.

1.2. Authorizes the publication of DoD 8899.22-M, consistent with reference (b).

Designates a DoD Executive Agent

1. PURPOSE
This Instruction:

1.1. Implements policy and assigns responsibilities under reference (a) for
producing agricultural products.

1.2. Designates the Secretary of the Army as the DoD Executive Agent for
agricultural matters.
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Establishes a Board

1. PURPOSE
This Instruction:

1.1. Implements policy and assigns responsibilities under reference (a) for
producing agricultural products.

1.2. Establishes the DoD Agricultural Board.

Cancels the existing DoD Instruction and a Instruction with a Different Number

1. PURPOSE
This Instruction:
1.1. Replaces reference (a) and (b).

1.2. Implements policy and assigns responsibilities for administering the supply
and maintenance program for tanks under reference (c).

Figure C3.F4. Samples of the Format for the REISSUANCE AND PURPOSE Section
General

1. REISSUANCE AND PURPOSE
This Instruction:

1.1. Reissues reference (a) to implement policy and assign responsibilities for the
Carnegie Program under reference (b).

1.2. Continues to authorize the publication of DoD 8444.6-M, consistent with
reference (c).

Reissues a DoD Instruction and Cancels a DoD Instruction

1. REISSUANCE AND PURPOSE
This Instruction:

1.1. Reissues reference (a) and cancels reference (b) under the authority of reference

(c).
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C3.1.5.2. APPLICABILITY AND SCOPE

C3.1.5.2.1. Identify to whom the Instruction applies. Use the standard
wording for the APPLICABILITY section.

C3.1.5.2.2. The SCOPE must be in aseparate paragraph or paragraphs and
identifies other Agencies not listed in the standard paragraph in this section. (See
figure C3.F5.)

Figure C3.F5. Samples of the APPLICABILITY and the APPLICABILITY AND SCOPE Section

2. APPLICABILITY

This Instruction applies to the Office of the Secretary of Defense, the Military
Departments, the Chairman of the Joint Chiefs of Staff, the Combatant
Commands, the Office of Inspector General of the Department of Defense, the
Defense Agencies, the DoD Field Activities, and all other organizational entities
in the Department of Defense (hereafter referred to collectively as “the DoD
Components”).

Sample of Applicabili t includes the Commissioned Corps of the Public
Health and the National Atmospheric Administration

2. APPLICABILITY AND SCOPE

2.1. This Instruction applies to the Office of the Secretary of Defense, the
Military Departments, the Chairman of the Joint Chiefs of Staff, the Combatant
Commands, the Office of Inspector General of the Department of Defense, the
Defense Agencies, the DoD Field Activities, and all other organizational entities
in the Department of Defense (hereafter referred to collectively as “the DoD
Components”). The term “Military Services,” as used herein, refers to the Army,
the Navy, the Air Force, and the Marine Corps.

2.2. This Instruction also applies to the Commissioned Corps of the Public
Health and the National Atmospheric Administration, under agreements with the
Departments of Health and Human Services and Commerce.

C3.1.5.3. DEFINITIONS (if applicable)

C3.1.5.3.1. Define terms unique to this Instruction.

C3.1.5.3.2. List definitions in alphabetical order.
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C3.1.5.3.3. Use Joint Pub 1-02* for military terms. Inform the Director,
Directives and Records Division, WHS, about terms that do not appear in Joint Pub
1-02, but that you feel need to be there.

C3.1.5.3.4. If terms are less than haf apage, list theminthis section of
the Instruction. Otherwise, list them in enclosure 2, unless you have no more than six
references. Then, make the definitions page enclosure 1.

Figure C3.F6. Samples of the Format for the DEFINITIONS Section
Definitions that do not exceed half of a page

3. DEFINITIONS

1 Electro etic Compatibility (EMC). The ability of telecommunications equipment,
subsystems, and systems to operate in their intended operational environments without
suffering or causing unintentional, acceptable degradation because of EM radiation or
response.

3.2. Telecommunication. Any transmission, emission, or reception of signs, signals,
writings, images, sounds, or information of any nature by wire, radio, visual, or other EM
system.

Statement used when definitions exceed half of a page

3. DEFINITIONS

Terms used in this Directive are defined in enclosure 2.

Statement used when definitions are defined in another document

3. DEFINITIONS
The following terms used in this Directive, are defined in Joint Pub 1-02 (reference (c)):
3.1 Command, control, and communications countermeasures.

3.2. Electronic warfare.

4 Copies may be obtained, vialnternet at http://www.dtic.mil/doctrine/jel/doddict/index.html
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C3.1.5.4. POLICY. DaD Instructions contain brief policy statements which a
higher-level document has already authorized. They shall be no more than one and two
paragraphs long.

Fgure C3.F7. Samples of the Format for the POLICY Section
General

4. POLICY

It is DoD policy, under 10 U.S.C. 1234 (reference (a)), that procedures be prescribed to
administer the joint management task forces.

Policy Identified in another DoD Issuance

4. POLICY

This Instruction implements policy established in DoD Directive 6789.10.

C3.1.5.5. RESPONSBILITIES

C3.1.5.5.1. Identify key officials who shall implement the policy and
procedures that the DoD Instruction identifies. The originator of the DoD Instruction
shall identify its organizational responsibilities first.

C3.1.5.5.2. InDaD Instructions, the Principal Staff Assistants (PSAS)
assign responsibilities to the Deputy Under or Deputy Assistant Secretaries, the
Directors of Defense Agencies, and the Directors of DoD Field Activities. The
originating PSA may assign responsibilities to another DoD Component if aDoD
Directive authorizes it.

C3.1.5.5.3. When an Instruction assigns responsibilities for an Assistant
Secretary of Defense (ASD), name the Under Secretary of Defense (USD) who has
authority over them. (See figure C3.F8.)

C3.1.5.5.4. Anoriginating ASD may not assign responsibilities to aUSD
who is overseeing them; rather, the USD is responsible for and shall sign the Instruction.
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Fgure C3.F8. Samples of the Format for the RESPONSIBILITIES Section
Responsibilities of PSAs

5. RESPONSIBILITIES

Under the authority of DoD Directive 1234.56 (reference (a)):

5.1. The Under Secretary of Defense for Policy (USD(P)) shall develop overall security policy.
5.2. The Assistant Secretary of Defense (International Security Affairs) (ASD(ISA)) shall:

5.2.1. Develop procedures for news media coverage.

5.2.2. Review guidelines for the release of DoD information to the public.

5.3. The_Assistant Secretary of Defense for Command, Control. Communications, and
Intelligence (ASD(C3I)) shall coordinate information on secure communications.

5.4. The Assistant to the Secretary of Defense for Intelligence Oversight (ATSD(I0)) shall:

5.4.1. Serve as the advisor for issues on nuclear weapons security.
5.4.2. Provide representation on the Inter-Agency Advisory Committee.

5.5. The General Counsel of the Department of Defense (GC, DoD) shall provide advice and
assistance on all legal matters.

5. RESPONSIBILITIES

5.1. The Under Secretary of Defense for Policy (USD(P)), in coordination with the Under
Secretary of Defense for Acquisition and Technology, shall manage the DoD security program
for DoD nuclear reactors.

5.2. The Commanders of the Combatant Commands, through the Chairman of the Joint Chiefs
of Staff shall provide standards and guidance on public affairs matters regarding nuclear reactors.

C3.1.5.6. PROCEDURES. InDaD Instructions, clearly outline procedures
step by step, including how the user shall implement the policy. Be precise and clear so
that the DoD Components do not need to prepare implementing or supplementing
documents.
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C3.1.5.7. INFORMATION REQUIREMENTS (if applicable)

C3.1.5.7.1. Inthis section, identify forms, formats, reporting
requirements or record-keeping systems for information that the Agency needs from
the user. Also include statements about canceled information requirements.

C3.1.5.7.2. Refer to DaoD Directive 8910.1 (reference (d)) for policies
for managing and controlling information requirements.

C3.1.5.7.3. Use DaoD 8910.1-M (reference (e)) for information on how
you shall establish, revise, and cancel information requirements; obtain information from
the public, non-DoD Federal Agencies, the DoD Components; and operate reports
management programs. Contact the Director of Information Operations and Reports
(DIOR), WHS, for help with information requirements.

C3.1.5.7.4. Use DoD Instruction 7750.7 (reference (f)) for information
on policies for the DoD Forms Management Program. For help with forms, contact
DIOR, WHS.

C3.1.5.7.5. Use DaD Directive 8320.1 and DoD 8320.1-M (references
(g) and (h)) for information on policies and procedures for the DoD Data Elements and
Codes Program. Contact the Office of the Assistant Secretary of Defense for
Command, Control, Communications, and Intelligence for help with data elements and
codes.

C3.1.5.8. EFFECTIVE DATE. Use the phrase, "This Instruction is effective
immediately,” unless you specify otherwise. (See figure C3.F9.)

Figure C3.F9. Samples of the Format of the EFFECTIVE DATE Section

Standard

6. EFFECTIVE DATE

This Instruction is effective immediately.

A Portion of the DoD Issuance is Effective on a_Specific Calendar Date
6. EFFECTIVE DATE

Subparagraph 4.1.3.4.4., above, is effective December 4, 2020. The remaining provisions of
this Instruction are effective immediately.
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C3.1.5.9. Signature. The PSAs sign DoD Instructions. Leave 5 blank line
spaces for signature.

C3.1.5.10. Enclosures

C3.1.5.10.1. Use enclosures for material that you have not identified in
the reference listing, but that you mentioned in the text of the issuance.

C3.1.5.10.2. They shal be originals or camera-ready copies.
C3.1.5.10.3. Other DoD issuances SHALL NOT be used as an enclosure.
C3.1.5.10.4. List the enclosures on the signature page.

C3.1.5.10.5. Continued references are enclosure 1.

C3.1.5.10.6. Definitions are enclosure 2.

C3.1.5.10.7. Alignthe words "Enclosures - 2* flush with the left margin,
indenting the list in increments 1/4 of aninch.

C3.1.5.10.8. Identify the enclosures using an "E' before the enclosure
number. For example, enclosure 1 is identified using "EL" preceding the title of the
enclosure. (See figure C3.F10.)

C3.1.5.11. Attachments to Enclosures. List attachments on the last page of
an enclosure in the same manner as listing enclosures at the end of the main body of the
Instruction. Attachments shall be originals or camera-ready copies. (See figure
C3.F10.)

Figure C3.F10. Samples of How to Ligt Enclosures and Attachmentsto a DoD Indruction
Enclosures (Listed on the Last Page of the Instruction)

Enclosures — 2
El. References, continued
E2. Definitions

Attachments (Listed on the Last Page of the Enclosure to the Instruction

Attachments — 2
E1.Al. List of Military Postal ZIP Codes
E1.A2. List of Military Postal Addresses
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C3.1.5.12. Useof "See” When"se€" is used as directional materia at the
end of the sentence the phrase should be astand-alone sentence and placed in
parentheses. (See figure C3.F11.)

Figure C3.F11. Sample of the Use of the Word "See”

[These procedures shall be implemented. (See paragraph 3.5.). I

C3.2. STYLE AND FORMAT

C3.2.1. Writing Style

C3.2.1.1. Write DoD Instructions clearly and concisely. Organize their
contents to address what the readers know, what they do not know, what they shall do
with the information, and the results they expect to gain. Apply the following general
principles and grammar:

C3.2.1.1.1. Use short simple words and limit sentences to one thought.
K eep sentences brief (average of 20 or fewer words).

C3.2.1.1.2. Use parallel construction (the same grammatical structure for
similar or related ideas). (See figure C3.F12.)

Fgure C3.F12. Example of Pardld CongructioninDoD Indructions

This Instruction reissues reference (a) under the authority of reference (b) to:
1.1. Update DoD procedures for processing on personnel data.

1.2. Establish a personnel committee.

1.3. Designate Reserve component categories.

C3.2.1.1.3. Write inthe active voice (name an actor with the action
immediately after) because it is more direct and forceful; e.g., "The Chair shall forward
one information copy of the board meeting minutes to the members."

C3.2.1.1.4. When possible, use paragraph headings to highlight important
concepts so the reader may see at aglance what the paragraphis about. Avoid long,
rambling, disjointed paragraphs, especially those with many subparagraphs.
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C3.2.1.1.5. Helping Verbs. Use ahelping verb to express the degree of
obligation, as illustrated in the following table:

Table C3.T1. Use of Helping Verbs in DaD Instructions
Helping Verbs Degree of Restriction

Shall Action is mandatory.
May Action is optional.

C3.2.1.1.6. Gender-Specific Language. Use the phrase "he and she,"
rather than writing "he" or "she" separately as generic pronouns. (See Appendix 2.)

C3.2.1.1.7. Personal Pronouns. Do not use the persona pronouns "|"
and "me."

C3.2.1.1.8. Abbreviations and Acronyms

C3.2.1.1.8.1. Write out the full name of any acronyms or
abbreviations used and place the acronym or abbreviation in parentheses the first time it
appears in the text, but only if you use it more than once. Generally, you should not use
the articles "the" "a" and"an" before abbreviations and acronyms; e.g., write "OSD,"
and "MARS" not "the OSD" and "aMARS' when used as aunit modifier or adjective.

C3.2.1.1.8.2. Exceptions to subparagraph C3.2.1.1.8.1., above:

C3.2.1.1.8.2.1. Department of Defense and United States.
When using those terms as adjectives, write the abbreviations without parentheses.
Lower-case the "d" when using the acronym "DoD." When using them as nouns, spell
them out and omit the abbreviations. For example, "It is DoD policy to rely on the
assistance of civilian employees within the Department of Defense. This policy has
been implemented throughout the United States."

C3.2.1.1.8.2.2. Chairman of the Joint Chiefs of Staff; Joint
Chiefs of Staff; or Joint Staff. ALWAY Suse "The Chairman of the Joint Chiefs of
Staff" inDoD Instructions. NEVER use the acronyms CIJCS or JCS.

C3.2.1.1.8.2.3. OSD Principal Staff Assistants. (See
subparagraph C1.2.10., above.)
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C3.2.1.1.8.2.4. ALWAYSuse "the' whenreferring to "DoD
Components.”

C3.2.2. Sources of English Usage. Use the following order of authority when you
have questions about punctuation, capitalization, spelling, numerals, compound words,
efc.:

C3.2.2.1. "Ligt of Preferred Terms Used in DoD Issuances.” (See Appendix 2.)

C3.2.2.2. "Ligt of Hyphenated Unit Modifiers Used in DoD Issuances.” (See
Appendix 3.)

C3.2.2.3. United States Government Printing Office Style Manua and Word
Division Supplement to that Manual® (current editions).

C3.2.2.4. Webster's New Collegiate Dictionary (current edition).
C3.2.2.5. The Chicago Manual of Style.®

C3.2.3. Format

C3.2.3.1. Numbering System

C3.2.3.1.1. Always use the DaD Directives System numbering system to
identify where you are in the Instruction, especially when you are looking at the
document on acomputer screen. (See section C1.6., above.)

C3.2.3.1.2. Do not use tabs between section, paragraph, and subparagraph
numbers and the text. Use two spaces.

C3.2.3.1.3. Do not use the automated feature to generate section,
paragraph, and subparagraph numbers in Microsoft Word.

5 Copies may be obtained viathe Internet at http://www.access.gpo.gov/styleman

6 Copies may be obtained viathe Internet at http://www.bkstor.com
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C3.2.3.1.4. Use the three identifiers in the numbering system of section,
paragraph, and subparagraph. (See figure C1.F13.)

Figure C3.F13. Example of the Numbering System for DoD Ingtructions

1. SECTION
1.1. Paragraph
1.1.1. Subparagraph
1.1.1.1. Subparagraph
1.1.1.1.1. Subparagraph
1.1.1.1.1.1. Subparagraph
1.1.1.1.1.1.1. Subparagraph

C3.2.3.1.5. Indent each paragraph level every other tab, setting the first
tab at .25. Do not use more than six tabs (no lower than the fifth subparagraph level).

C3.2.3.1.6. Implied Section. When there is no section heading, use an
implied section concept. The paragraph number aways starts at the second level of the
numbering system regardless of whether or not you have asection heading.

C3.2.3.1.7. Enclosure Numbering. Apply the same numbering structure
when identifying sections, paragraphs, or subparagraphs in an enclosure. Place an"E,"
showing that the information is in an enclosure, followed by the enclosure number, in
front of the identifier. For example, when numbering an areain enclosure 1, place
"EL1" before the identifier.

C3.2.3.1.8. Attachment Numberin